Direct Acesss

Coniact ITnfo
Quick Reference Guide

CUSTOMER SUPPORT

Customer Care: (785) 339-2200/1-866-772-8724
Email: [ffp://www.uscg.mil/hg/psc/ccb/ ]
On-line Help: http://www.uscg.mil/hq/psc/ps
Self-Service Tutorials:
http://www.uscg.mil/hg/psc/pd.asp

SELF SERVICE APPLICATIONS EXPLAINED
IN THIS GUIDE

¢ Email Addresses
« Home and Mailing Address

¢ Phone Numbers
 Emergency Contacts

PHONE NUMBERS

> Do not use Home as the phone type when entering
home phone number. Select "Main” and enter home
phone number.

COAST GUARD

@5 e aee—e | Home > Self Service > Employee ]

> Tasks > Phone Numbers

Home = Self Service » Employee > Tasks = Phone Numbers (R (TS 6T

Phone Numbers

Employee Narne

Phone Type: Click on drop-down
arrow and select “Main”.

Enter your phone numbers heldpramrmroesrer oo T O TP T T T O
Primary Phone checkbo

Primary Phone:

*Phone Tyne Contact # or Address Primary Phone

EMAIL ADDRESSES

> Email Addresses

Home = Self Service »

& “/Home > Self Service > Employee > Tasks]

Email Type: Click on drop-down
Emall Addresses | grrow and select “Business”.

Employes Mame

*Email Type *Email Address

Business

Email Address: Enter your
business email address.

> Once a business email address has been entered it
can be changed but it cannot be deleted.
Additional email addresses can be changed or deleted.

> Your business email address is considered your
primary email address. When entering your email
address keep in mind most messages will be sent or
forwarded to this address.

& 72251 521 Add additional email addresses: h

1. Click on Add an Email Address.

barne  Seff Senied - # 2. Click on Email Type drop-down arrow
and select email type.

3. Enter email address and save.

Email Addrpsses
Employee MNanje

*Email Type *Email Address

. A

Click on the “Delete” button to )
the right of the email address
you want to delete.

Husiness

J/

g Delete Confirmation
Click “Yes - Delete” or
“No - Do Not Delete”.
Emailll&resses

Delefe Qpnfirmation

@ Save Confirmation

Home = Self Serice = Emplovee » Tasks = Email Addresses Horme |

Email Addresses
Save Confirmation

V The Save was successiul

Are you eXe you want to delete Email Address (Home)?

i res- Deipte Mo - Do Not Delete

wain [oommgaosee | ~ ¢ Check if primary phone.
J

Campus

Cellular

oomian Contact # or Address: Enter your home )

phone number. include area code 999/999-9999.

Pagart CGHRMS will automatically add the backslash

L between the area code and phone number. )

Haome = Self Service = Emplavee = Ta: k[

Add or Change Phone Numbers ]

Add additional phone numbers:

Click on Add a Phone Number.

2. Click on Phone Type drop-down
arrow and select phone type.

§ [\ 3 En"c%nhone number and save.

[Business [ I EEEEEEEEE] r

Save

Phone Numbers

Employee Nfme

—

Enter your plione number below and |
Primary Phofe checkbos)

“Phone Typi:

> If making a change, enter the correct information
and save. (You may delete and re-enter the phone
number, or type over the phone number.)

> Always be sure to “"Save” your work. You should
receive a “Save” confirmation.

Home = Self Service » Employee = Tasks = Phone Numbers

[ Delete Phone Numbers ]
Phone Numbers
Employee MName

Enter your phone numbers below and indicate your primary contact phone number by checking the
Primary Phone checkbox

*Phonhe Tyne Contact # or Address

Primary Phone
Main =] [oomesmoes 5 Delete
[Business J52 I EEEEEEREEEE r Delate
B Click on the “Delete” button to the
Save

right of the phone number you
want to delete.

Phone Numbers

[ Delete Confirmation ]
Click “Yes - Delete” or ]

Delete Confirmation
“No - Do Not Delete”.

lete Phone Numher {Other)?

CYas - Talete’] | Mo- Do MatDelate |
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HOME AND MAILING ADDRESS

EMERGENCY CONTACTS

Home > Self Service > Employee > Tasks
> Home and Mailing Address

Home and Mailing Address ( [f ejther address needs to be changed,
e e click the “Update or correct your
current address” link at the bottom of

Current Home Address

Country: United States

Address 1: 1234 Any Street the page'

Address 2:

o o Home Address |
County: Postal: 999390000

State: K8 Kansas

Current Mailing Address

Countny: United States

Address 1: 1234 Any Street

pr— Mailing Add ress]
Address 3:

City: Tuopeka

County: Postal: 5353350000

State: K& Kansas

@ {JRdate aF canectvalr clireni address

> Home address can be any address you want to
enter.

> Mailing address is where your W-2 form and all
correspondence will be mailed.

> Enter your address in the Address 1 field. Address
fields 2 or 3 may be used in the home address. Do
not use address fields 2 or 3 in the mailing
address.

> Enter the two-letter state abbreviation code in the
state field.

> Choose immediate or enter effective date for
change. If you choose “On this date”, enter a date
in the future. Dates cannot be backdated.

Heome and Mailing Address
Change Home and Mailing Address

Ernployee Narie /| Invokes a country code lookup page.]

[Change Screen ]

Home Address

Click if you need to change country.

Country: United States  ShanRe COUTIR

Address 4 [ 1234 Any Sireet (Enter address in Address 1 field.
Address 2 You may use address 2 or 3 if needed.
-

Address 3:

City: [ Topeka

County: Postal:
State: KS ﬂkansas

Enter city, state and
zip code. Enter
county if known.

Click on the magnifying glass to invoke a state
abbreviation code lookup page.

999990000

Mailing Address

Enter mailing address.
Reminder: Do not use
address fields 2 or 3.

Country: United States  Chante Country

Address 1: | 1234 Any Sireet

Address 2: Do not use address

Address 3: fields 2 or 3.

City: Tapeka

County: Postal:

State: K3 Q| kansas

453930000

When does this address change hecome effective? /|f Change iS effective immediately,

@ Immediatoly (Togay) click “Save”. If change is effective in

conmssne [ € the future, click “On this date”, enter
swe < \effective date and click “Save”.

> Click "OK" on the save confirmation page.

> If you entered a future date for the effective date there
will be a link at the bottom of the Home and Mailing
Address page to view, delete or edit the change.

> Emergency contacts are persons, you designate, who
are to be contacted in the event of an emergency. Any
person entered as an emergency contact may be
contacted in the event the “Primary” contact cannot be
reached. Please enter physical addresses, not PO Boxes.

P COAST GUARD A
@ AL .{Home > Self Service > Employee ]

> Tasks > Emergency Contacts

Horme > Self Service = Emploves = Tasks = Contacts Hew Tinaoe

Emergency Contacts

Employee Narme

Click on “Add an Emergency Contact”. ]

Contact Name Relationship to Employee

[ Add an EmergEncy Cantact

Emergency Contacts
Emergency Contact Detail

Ernplayee Name

(Add or Change Screen
L

M ﬁl Enter contact name. ]

= Click on drop-down arrow
Theck the box if this contact has the |and select relationship.

*Contact Name:

*Relationship to Employee:

same address/phone number as you.

Check here fthis contact has the same address/phone humber as the employes

Country: United States Change Country

Click if you need to change country.

Invokes a country code lookup page.]

Address 1:

Address 2

Enter address, city,
state and zip code.
Enter county if known.

Address 3:
City:

County: Postal:
State: | =Y

naaross: < Enter contact’'s home phone number. ]

Other Telephone Numbers
*Phone Type Phone Number

e Click “Add a Phone Number” to
add additional phone numbers.

save Click “Save”.

. N\
Add, change or delete additional
Other TEIEl]IIﬂIIE Numbers p h o n e n u m be rs.
*Phone Type Phone Number

i I | A TS Delete phone numbers:‘<

Campus

Cellar ) 1. Click on the “Delete”
bamitey  Add or change phone numbers: button to the right of

Lore 1. Click on Phone Type drop- the phone number

Faert down arrow and select you want to delete.
raerz | phone type. 2. Click “Save’.
2. Enter or change phone J
_%= | number.
\3. Click “Save”.

Emergency Contacts

Employee Name

Change contact information
or delete contacts.

[Contact Name Relationship to Employee

Spouse’s Name [ ST Ean || Deete

Click “Edit’. The Emergency Contact Detail
screen will appear allowing changes to be made.

Click on the “Delete”
button to the right of
the contact you want
to delete and “Save”.

[Click to change your primary contact.

Primary Contact:  Primary Contact Narme Change the primary contact

[Change Primary Contact ]

Emergency Contacts
Change Primary Contact

Employee Name

Click on drop-down
| arrow and select
primary contact.

Primary Contact: [

save Click “Save”.

Return to Emetgency Contacts
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